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Program101Job Aid Overview

This job aid provides stbg-step instructions for tasks relevanptogram
administration in th&SA OLU (powered by SAR)picsoveredn thisjob
aid includeOLU site access, Homepage navigation (brief overview), Ad
Center navigatiorgrogram creationand progranmanagement
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Program 10Iob Aid
ACCESSINGHE GSA OLU SE (POWERED BY SAP)

Introduction

The GSA Online University (OLU) can be accessed via GSA Singl@is{@80) or via a neBSO direct URL. Please
find directions below on the different ways to enter the new SAP site.

SSO Access
Logging in from a GSA Laptp
1. From your GSA laptgmavigate to the following URIkttps://gsaolu.gsa.gov

2. You will be directed to the new GSA OLU homepage. Please keep in mind that your homepage appearance me
differ slightly based on your te (ex: employee vs. supervisor/ manager) or personal tile configuration.

o
OMLIME UNIFERSITY

Sort by Date | Type Links

247 Live Support Section 508
Accessibility
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& Edit

:
m 7 Add/remove tiles

| My Admin Favorites
Welcome to GSA's Online University! Learning Administration
Below are best practices about the new
system:

- Please delete your browser
history/cookies to optimize system
performance.

+ Remember to turn off your pop-up
blocker to access OLU courses.

- To find courses, navigate to the

Learning page using the drop down

navigation butten under Home.

Mandatory Training
Note: The graphic below links to a GSA
Google Document. Please ensure you are
b . using your GSA email account to access the

document.
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ACCESSINGHE GSA OLU SITE (R@ERED BY SAP)

Non-SSO Access (Direct URL)

If you are not a GSA employee or you are a GSA employee not accessing via the GSA network (thusngpB8&03,
you will need to access GSA OLU via a direct URL.

1. Navigate to the following URLhttps://hcm03.ns2cloud.com/login?company=GSAHCMO03

2. 2AAA OEA 5838 'TOAOTTAT O j53'QqQ )1 &£ OAge®E TAIOOINVD BA |
take you to the direct system login page for the GSA OLU site.

You are accessing a U.S. Government (USG) Information System (1S) that is
provided for authorized use only.

By using this IS you consent to the following conditions:

= The USG routinely monitors communications occurring on this IS, and any device attached to this IS, for purposes including,

but not limited to, penetration testing, COMSEC monitoring, network defense, guality control, and employee misconduct, law

enforcement, and counterintelligence investigations.

At any time, the USG may inspect and/or seize data stored on this IS and any device attached to this IS.

Communications occurring on or data stored on this 1S, or any device attached to this IS, are not private. They are subject to

routine monitoring and search.

= Any communications occurring on or data stored on this IS, or any device attached to this 1S, may be disclosed or used for any
USG-authorized purpose.

= Security protections may be utilized on this IS to protect certain interests that are important to the USG. For example,
passwords, access cards, encryption or biometric access controls provide security for the benefit of the USG. These protections
are not provided for your benefit or privacy and may be modified or eliminated at the USG's discretion.

3. %1 OAO Ul OO0 OOAOT AT A Al A Lbdhrd OAICODT ABA Al EAE OEA 10
i 3ET O1 A OEA 11 Gonpanyph GA POAROAOO GAAHOMQR A1 111 xET Cdq,

Please log in to begin using SuccessFactors for
GSAHCMO3, or you can enter a different company ID. Both
your usemame and password are case-sensitive.

2 ©
Lo @
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Program 10Job Aid GSA

4. You will be directed to theew GSA OLU homepage. Please keep in mind that your homepage appearance may
differ slightly based on your role (ex: employee vs. supervisor/ manag@egrsonal tile configuration.

ONLINE UNITERSITY
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Learning Administration
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Welcome

Welcome to GSA's Online University!
Below are best practices about the new
system:

» Please delete your browser
history/cookies to optimize system
performance.

- Remember to turn off your pop-up
blocker to access OLU courses.

- To find courses, navigate to the
Learning page using the drop down
navigation button under Home.

v
—— oy --.

Mandatory Training

Note: The graphic below links to a GSA
Google Document. Please ensure you are
using your GSA email account to access the
document.
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GSA OLU HOMEPAGE

Main Menu Navigation

YourGSA OLU dmepage wilhave amain navigation bar at the top of thgage.This navigation bar contains a
dropdown menu that Btsallthe SuccesBactors modules available to you (based on your role), along with links to other
pages within the systemyou may tick on theHome iconto return to the OLU homepage from any location.

\“!-""—-an ‘ Home ~ ‘

OMLIME UMITERSITY
Home
Learning

Admin Center

‘g‘lg L!!l Complete online course 2017 Accountability for GSA P4

The dropdown menu containdome, Learning, and24x7 Live Supportinks.

TheHome link will take you back to the homepage no matter where you are in the platform.
TheLearninglink will take you thdearning management area of the system.

The Admin Centerlink will take you to the dministration area of the system.

The24x7 Live Supportink will take you to the area of the system where you can interact with an OLU Live
Support Specialistor assistacewith general OLU navigation and utilization inquiries.

=A =4 =4 =4

Page4 | © 2017eSkillz Corp. All rights reserved. Powered by: m
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GSA OLU HOMEPAGE

Homepage Features

Yourhomepage hasnultiple features callediles that allow you to view differenOLUfunctionality in a convenient
layout. Tiles are movablerad can be edited to fit your system needBelow is an explanation of eafature tileon
your homepage.

OMNLINE UNITERSITY

ToDo - Sort by Date | Type

e ]
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Accessibility \
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& Edit '

Welcome My Admin Favorites Tile Browser

Learning Administration

Welcome to GSA's Online University!
Below are best practices about the new
system:

Add/remove files

+ Please delete your browser
history/cookies to optimize system
performance.

+ Remember to turn off your pop-up
blocker to access OLU courses.

- To find courses, navigate to the

Learning page using the drop down

navigation button under Home.

v

S ——-— !
Continuous Learning Journey Mandatory Training
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HNote: The graphic below links to a GSA
Google Document. Please ensure you are
using your GSA email account to access the
document.

b
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Program 10Job Aid GSA

Tile Descriptions

To Da: Lists all your incomplete itemsecentlycompleted activitiespending approvalsand tasks assigned to you
from all nodules within the system. To Do items can be sorted by date and/ or type.

: Displays links added as shortcuts to other pages and areas of the system. To add or remove shortcuts, click the
Editbutton to view a list of available links.

Welcome: Disphys information on the new GSA OLU and will have announcements pertaining to the new Learning
Management System.

My Admin Favorites Displays links added as shortctissthe Admin Center (@ministration area of the systein

24x7 Live Support Click on he eSkillz Live Support picture to be transferred to a GBat classroom support page
(powered by eSkillz). Simply gelA & Ofick Bere(o Chaibutton from that pageand you will beconnected with OLU
support specialists who are standing by 24 houdag, 7 days a wedhk offer assistanceSupport specialistssaist with
generalOLUnavigation and utilization inquiries including how to use tbeU, how to find training, course launch
assistance and more.

Tile Browser. Allows the user to add or remotiges from the OLU homepage.

Continuous Learning Journey# 1 EAE 11 OEA &' 3! - AT AAOI OU 4 DI

the entire year. Plase review this list and assign andfegister for training irthe OLU.

O;
>~
mh
—_
m
—_
0
(@]

: Displays additional continuous learning resources available to employees

Page6 | © 2017eSkillz Corp. All rights reserved. Powered by: M
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GSA OLU HOMEPAGE

Homepage Options

The homepageptions drop-down menu can be accessed by clicking on your name in thagbphandcorner of the
OLU homepage.

Esi Omoh-SMEAdmIn {esi-smeadmin} -
Options

Admin Center
Logout

Descriptions

Options: Change display options, select a new landing page, change language options, and access accessibility
settings.

Admin Center. Administration area of the system.

Logout: Logout of the OLU system.

Page7 | © 2017eSkillz Corp. All rights reserved. Powered by: m
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ADMIN CENTER

Learning Administration Homepage Navigation

To perform administrator related tasks in the system, you must first navigate to #émrhing Administratiorarea of
the Admin Center.

1. Locate the main navigation bar at the top of the OLU homepa@éick on the Home icon to open the drop
down menu.

2. Click on theAdmin Centericon. Thiswill take you theadministrationarea of the system.

e | Home ~ ‘
OMLINE UNIFERSITY

Home
Learning
Admin Center

~ Due Now (1)  Live Support 24x7

JUN

30

L._!| Complete online course 2017 Accountability for GSA Pg

3. ClickLearningand selectLearning Administration.

G S A \\ Admin Center = Esi Omoh-RegionalAdmin (esi-regionaladmin)
ONUNE UNIPERSITY .

Y

Admin Center

Tool Search

PLEASE NOTE: EMPLOYEE PROFILE UNIVERSAL UPGRADE IN Q4,2015!

With the Q4 release, all customers who have not upgraded to either v12 or Peaple Profile before that date will be automatically transitioned to People Profile
(exception: customers without Role Based Permissions will be upgraded to v12). For details about these upgrades, their timing and the newer features, or to
ask any questions, visit our Community site here.

e ‘v

Company Processes & Cycles My Favorites

Click the <7 icon nextto the links you want to
@ / A > add to this Favorites shortcuts list
-
- .
Objective Performance 360 Reviews Compensation Variable Pay
Management Management .
1) : v
S iz W o -T i News & Updates
'S PN -~ ol
| L€ )\ v p/ s - There was an error while performing this
B Calibration Leaming D ]
s oh -
b T
eaming Administration ll sV
) [Bhssin e ot > Resources & Materials
Recruiting L iles Pay Scale based Reporting
pay Help & Tutonials
an - "
a b -~ Role-Based Permissions Administration
$ A 14
Payroll Company Settings Mobile BPE Dovelopment Customes Communsy

Handout Bullder

Refer a friend and earm rewards
Manage Employees

% &

Manage Forms by Update User Set User
Information Permissions

Page8| © 2017eSkillz Corp. All rights reserved. Powered by: m
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4. You are now in the Learning Administration arefthe Admin Center.

Learning Administration v Esi esi-smeadmin (ESK0000004) ~ N
OMLINE UNIFERSITY

Home Users Learning  System Admin References  Reports
| | Search: [ Enter Keywords or Command ] | | # |
@
Welcome
Welcome to SuccessFactors Administration
. New to SuccessFactors Administration? We have provided a brief tutorial to help you learn your way around.
" ) - Watch the Tutorial &
Quick Links /
oo Create Online Course oo Create Instructor-Led Course Add ltem Add Catalog
][] After creating an ltem (course) and User, ][ After creating the User and the tem @ Create any assignable unit of iraining @ Add Catalogs to limit what ltems are
you can either assign the course [User (course), schedule when the course wil These can be either an online learning, available to individual Users. This
Needs Mgt] or go straight to record be taught (an Offering of the course) instructor-led, a blended version of both, allows Users and Supenvisors to geta
completion for the User. The completi Completion can be marked based on oran ad hocleaming exercise. tailored list of available courses.
. Add Assignment Profile . Record Learning - Multiple . User Needs Mgmt
Create a list of user attributes to Store the completion of a course or any Assign of remove assignments for
automatically assign things to Users. other learning related ftem, including groups of Users. Assignments can
Assignments can include Curricula, scheduled offerings include Curriculum, Courses, and
Performance Reviews and more. Competencies.

Powered by:

Paged | © 2017eSkillz Corp. All rights reserved.
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ADMIN CENTER

Learning Administration Preferences andlime Zone Settings

To prevent future time zondisplay issues, it isighly recommendedthat administrabrsselect the appropriate Admin
Center preferaces.

1. From the Learning Administration page (also called SuccessFactors Administration), click on the Preferences

) iconlocated in the top right corner of the menu frame
= ﬂ : & O A

Home Users Learning System Admin References Reporis

| Search: [ Enter Keywords or Command ] ‘

L]

Welcome to SuccessFactors Administration
New to SuccessFactors Administration? We have provided a brief tutonal to help you learn your way around.
Watch the Tutorial @

2. , 1T AAOBA OEA O3AI AAO A 1 AAIT A AT A 4EIi A I TAd OAAOEI
Preferences Help
->anale

AdminID:  ESK0000004 Note: SCheduleq
Name: esi-smeadmin, Esi Offering times will
be displayed in the

Viewable Domains I Password selected time zone.

General Settings

Enable Guide Me Mode: [

Apply Changes

Select a Locale and Time Zone

* = Required Fields

= Active Locale ID: ©,
= Currency I1D: |
+ Time Zone ID¢ | =i ;cl:::ys display Schedule Offerings in this Time

Apply Changes Reset

Pagel0| © 2017eSkillz Corp. All rights reserved. Powered by: M
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3. Under the Setings tab of the Preferences pagenter/ select the following information:

4.

5. Click Apply Changes to save your preferences.

a. Active Locale ID English
b. Currency IDUSD (US Dollar)

c. Time Zone IDEastern Standard Time (US/Eastern)

Select a Locale and Time Zone

* = Required Fields
* Active Locale ID: ©, [English

* Currency ID: | USD [US Dollar) ¥

*Time Zone |D:

| Eastern Standard Time (US/Eastern)

Always display Schedule Offerings in this Time
Zone

Apply Changes Reset

#EAAE OEA O!'l xAU

O\
>
m
(@)
o

AU 3AEAAOI A | AEAOET ¢O EI

Select a Locale and Time Zone

* = Required Fields

= Active Locale 1D: ©, |English

* Currency 1D: |usD (US Dollan)

* Time Zone 1D:

|Eastem Standard Time {America/New York) W

Always display Schedule Offerings in this Time
Zone

Apply Changes Reset

Preferences

= Locale

Admin ID: ESKD000004
Name: esi-smeadmin, Esi

Viewable Domains I Password

General Settings

Enable Guide Me Mode: [+

Help

Apply Changes

Select a Locale and Time Zone

* = Required Fields

= Active Locale ID: ©, [English

= Currency I1D: |UsD (Us Dollan)

= Time Zone ID: |Eastern Standard Time {America/New Yark) ]

Always display Schedule Offerings in this Time
Zone

—’ Apply Changes = Reset

Pagell| © 2017eSkillz Corp. All rights reserved.
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6. Click the icon in the top menu frame to return the Learning Administratiompage.
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